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Correct TYPING TECHNIQUE 
increases speed ve lessens fatigue! 
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LONG DAY, loads of work to PLACE YOUR HANDS in rest posi 
tion, fore 





do . + Stay alert and inter ft irms paralici w } how back, neck and eve 
ested . .. but relax and t keyboard (about a 30 strain result from bad pos- 
be comfortable too. Don't angle Don’t pound the ture. Good typing technique 
crouch like a tiger and tens keys just curve your fin means less fatigue, fewer 
up. Sit upright, bend for gers and use a “fingering” errors, increased speed, 
ward a little from the hips motion. Put rhythm into With the right machine 
Feet must be firm too, not your strokes. Don't arch you'll be amazed how much 
wrapped around chair. your wrists ... relax them easier typing can be. 
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NOTE THESE SPECIAL tet aaa 


SMITH-CORONA FEATURES one ha, 


You'll find it easier with a 


d n "8 
“i€ 
Car ede 





Onl; 


Smith-Corona wiivsie 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 
makers also of Smith-Corona Portable Typewriters 
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THE LAW STENOGAPHER ... 





| ... Enemy of Crime 
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With the “Criboe: 








In the DA’s Offiee. and 


(on opposite page) on 


the scene of the crime 





UPPER LEFT—That fountain pen 
won as third prize in the 194 @} 






Contest, comes into play in @~* 
notes for documents in _ prepam* 
for a criminal trial. ABOVE—In 
midst ot transcribing an inte 






tion. LEFT—Checking back with 
Marie Lukes. head of the Stenog 
Division when the camera cl 








for the third time. 
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 Sidelights of Business 








WASHINGTON waASs AN 
ACTIVE MAN, BUT HE SPENT 
MANY HOURS AT HIS DESK (Lert). 

HIS DESK, WITH LARGE 

WORKING AREA ON TOP WAS 

















A GREAT IMPROVEMENT OVER 
TYPES OF DESKS AT THE TIME, 
ACCORDING TO THE WOOD OFFICE 
FURNITURE INSTITUTE. 












































BOOK DESKS... BEFORE 
THE PRINTING 


1, PRESS, BOOKS 
= WERE HAND- 
a 






cao 


CHIEFLY HEIGHT OF DESK 


WORKING CHAI SEATS, 16 
. MAN 

ceo He | CHAIRS ARE NOW 
ESK, THE | ADJUSTABLE AND 
WHICH | SOME WOOP DESK 
OFTEN WAS | a KERS PLAN TO 
EN WAS | HAVE DESK HEIGHTS 
ADJU ‘| ADJUSTABLE, TOO. 


4 O'CLOCK FATIGUE... ED | 
COMFORTABLE DESKS - 
&€ 








AND CHAIRS, GOOD 
LIGHTING AND ELIMINATION 7) 

OF EXCESSIVE NOISE | 
HELP PREVENT / Y | 
FATIGUE BEFORE 

QUITTING TIME. f Lh) 























LETTERED, | HI-LO... Averace 


)— BY MONKS | Tops is 30 INCHES; 
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TO MAKE YOUR HEADINGS FIT 


Idea of the Month: Make yourself an album full of typ- 
ing aids-—and start with the ideas presented in this article! 


ALAN €. LLOYD 


\s-istant Editor, The Gregg Publishing Company 


4 : 








fue Grece Wrirer April, 19 


SALARY ANALYSIS 


Salary Range 1940 1947 



































I WE ( , O | ( ? 
$1400 - 1600 13 12 lect mp! : 
1600 - 1800 15 14 Per Cent rrat 1 in ¢ . 
1800 - 2000 19 21 ge hee v <) 
2000 - 2200 17 1 
Per 
Cent tal, am ( 
44.7 
47.3 
18.7 
Per 
Per Cent » a 
Cent In- 
In- crease 
crease 1947 Per Cent 
over over Increase 
1940 1941 over 1942 
i ( 
44.7 42.3 39.0 : clea y 
47.3 39.8 38.0 t t t g 
18.7 a7 .2 13.8 n Card 4 
18.6 | 
3. WE ¢ 7 
OF INCREASE OVER . 
1941 1942 ltert 
3 
{) 
a .' ( i 
‘f. WE CAN “S N ( Sa 
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rease in Salary over 1940 








Per Cent Increase 


Next Year 


$1,000 #3, 800 
1,780 4,200 
1,900 4,450 
1,975 4,700 


January March 
Branch February April 








Branch 





Chicago 
Detroit 
Albany 

San Jose 





Branch 


February 


March 





Chicago 
Detroit 
Albany 


- Ow 
aowow 


(1) 
Town "A" 2,854 
Town "B" 6,645 
Town "C" 8,398 5 








(1) County statistics, 
(2) Tribune's estimate 
(3) U. S. Census figures, l 
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Erasing Near the End of a 


Page 


= W: 
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Another “Vaudeville” 
Quiz 


BORIS RANDOLPH 
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THE STUDY CORNER 
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MORE “ECONOMY” MEASURES 


\ brief review of some other basic principles that simplify 
word forms, making outlines quick to write and easy to read 





JANET KINLEY GREGG 
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For Facile, Speedy Outlines 











Review of five more ways in which we put the “short” in shorthand 
Blends between a horizontal and an up- 
/ a 
t-n Ae YO CF ward stroke 2 val ame 
t<B oe “aw 
7nZY ag a 
, 2 } wv UYU |je@w7 A“ a 
CoO ¢ v - 
- "' 7 ee 
no ¢ * ¢ f C/ between s and straight lines 
=P og é r 
c “ 4 - - 2 - 
/ 7 J ¢ Te | > é e~ , — eel ,. —~—63- 
- _ 7 7s ” = / 2 a 
- Z , Va 7 a fe 
sy SB 
tm 0 ( fc 0 Yad o~ - BP 
=, ~ 5 - “2 
— ( C yY Omission of r 
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) , > oO ‘ 
ler OD C4 €é_ / 3 é; Ce— s°3 — 
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Omission of t or 
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rs af+-~ °c 4 / a 
eitver s& oy 7 iy 








Expression of r 


Ptween a downward and 


«——e 
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or “ 2 A ae om 


The Abbreviating Frinciple 


y of 





f “> 
> 7>short words 4 < , a i 
“D f~ < : 
~ =] t ww 3 
YF LO Oz @ly pf 
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longhend abbreviation C 4 
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a for- 


accented syllable / — 
| 2 


a7 ’ 
s~ S _ ¥ 


consonant following accented 
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TAKE A TIP FRO 
TONY! 


Stay on Top! 


{rn hony 
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What a Man! 








Sometl ne 


been moved! 
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Direct Mail to Department 


pe | 


Part-Time Work 


A 


Answers to “Vaudeville” 


(Quiz on Page 402 


ACTin; 1s. bAC 
AC] 4. FAC 
AC" ] fA 
AC] s. retroAC Liv 


AC] \( 


True in Civilian Life, 


as Well 





A 
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At the Sign of the 


INFORMATION DESK 





nt 





Send your questions to Infoerma- 











tion Desk, The Grece Wrirer, 270 is no contusion and t t ire 
Madison Avenue. New York 16, it 1s 
N.Y \ letter is not necessary. a y adding su \ é 
postal ecard will do, but be sure to wns is and fs. Int 
give your name and address. k i \ 
‘ 
’ . , 
] ius ny 
» »% ‘ 
ols 4 sa \ ma y { the 
2 | é accord Ma ty s singular t g \ ‘ 
: 
$ ma ties ( B j 
\f . P 
tit 
= I see the sed as) «6Utw 
’ d sed als 1s ew j Would you i i 
he iff cc betwee thes 
T 
Messrs. Hill & Boyd (a firm of attorneys 
say 
‘ Messrs. Park A Bedlord erhaps a firm 
nee of real estate brokers 
rt Vi Linton & Walsh Inc s corporatior 
\ 
1. Please inform me which of the following 
words should roperiy De used in the sentence 
Enclosed tor 4 r sdvance or advanced 
lormation are tw ce es of : Spec 
} fication No. 10, dated February ¢ 1947 
covering . I H 
| y t ‘ t t take dictat f 
. ¢ 
‘ . ’ ‘ 
\ ve 
n s std we form the ura t words 
= WwW Gs and of iroper names 
- 
o, is ever proper nowadays to use the 2}. How should you capitalize and underline th« 
= n a business address >— l typewritten title From 9:00 ‘til 5:00 Without 
Fatigue also, where do you type Air Mail 
~ iter | an an envelope? WV B 
i ru t T I | i ' \ +*esely f 
S S ; ; ‘ 
es \ 
‘ ‘ 
. § S ‘ 
T + \ + 
. ; 
} lee ‘ s ef ‘ 
\ cy . j jy ‘ ‘ ‘ al f } 4 [ 
at . +e ! a y 
I t Continued on page 419 
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Punctuation in a Nutshell 


Period 
Question 


Vark 


Exclama- 
tion Point 


Colon 


Semicolon 


Quotation 
Marks 


Comma 


Dash 


Paren- 
theses 


Brackets 


| (d) Ised after subheads and to introduce names of person quoted: 


By Lottie Caton Abbott 


a At the end of sentences. 

b After abbreviations. 

a At the end of direct questions. 

b After each question in a series. Complete questions should begin with capital 
“But where are the stocks? the bonds? the evidence of prosperity?” * Did 


you get a letter? Did you send it right on to Morher? And did you send th 
pac kages, too?’ 


c Enclosed in parentheses (?) to express uncertainty 

a After interjections and exclamatory expressions / 

a lo introduce enumeration of articles or particulars. 

b lo introduce long quotations 

« Before concrete illustrations of a general statement. 

d After the words ‘following, “in the following manner,”’ ‘‘thus,”’ “these 
““two,”” ““three,”’ etc. | 

e After salutation of letter: ‘‘Dear Sir:"" *““Gentlemen:” ] 

f lo separate compound sentences When members are subdivided by semicolons} 

a Between members of compound sentence when conjunction is not expressed 

b Between members of compound sentence when conjunction is expressed and 
the parts are subdivided by commas. 

c Between co-ordinate clauses joined by conjunctive adverbs such as “‘accord- 
ingly,’’ *‘consequently,”’ *‘however,”’ *‘nevertheless,’" “‘otherwise,”’ *“‘at least 
etc. 

d Before such words as ‘‘for example,”’ ‘‘for instance,”’ ‘‘namely,"” *‘viz.,"’ etc 


a To enclose exact words of speaker or writer, or 

b Titles of books, articles, and plays. 

c lo enclose special words, objectionable words, slang, etc., or 

d Words used aside from original meaning, or 

e lechnical words and Trade names. 

f Quotations consisting of more than one paragraph, use quotation marks at the 
beginning of each paragraph and at the end of last one. 

¢)— Quotations within quotations require single quotation marks 
Nore.—If question mark (?), exclamation point (!), colon , or semicolon 
are included in the quotation, place quotation marks after point; if not, um 
quotation marks before. Commas and periods should a/ways be placed insidé 
quotation marks, regardless of context. 


a)—Separate clauses joined by co-ordinate conjunctions (and, burt, etc 

b ro set off nonrestrictive clauses (additional thought or explanation 

c)—Introductory expressions—adverbial, participial, infinitive—conditional or pr 
paratory clauses introducing principal clause—any clause out of order 

d)—To separate contrasted expressions. 

e)— Before SHORT quotations 

f)—Used to show important omissions. | 

g)—Used to set off parenthetical expressions, words in apposition, intermediat 

h) 

i 

j 





expressions, and direct address. 

To separate words or phrases used in series. 
To prevent ambiguity. 

lo separate figures—1,675,500,756. 


a Abrupt change. 

b lo set off parenthetical expressions wherever commas would not give sufficied 
emphasis: ‘‘These written promises to pay—for indeed they are promises 
are called promissory notes .”’ 

c)—To introduce a summary of particulars. Much used in sales letters for eng 

hasis. Sometimes introducing “‘for exarmple,’’ etc. 





Note 


‘‘Writers that do not,” etc. ‘‘Many good things are lost by not asking ft 
them.”’—McKinley. " 

e)—Used to show omission of letters and figures: Miss M— Pages 15— 17. 

f After series of clauses separated by semicolons and depending on final 
“If we think of glory in the field: of wisdom in the cabinet; of the = 
patriotism; of morals without stain—the august Washington presents it 
as the personification of all these ideas.”" 

(g)—Used instead of parentheses for informality 


claw 


. : u 
a)—To separate letters, words, or expressions having no bearing upon the thought 


b)—To enclose figures following amount expressed in words. 
a)—To enclose explanations made by someone other than speaker. (In type, 
on typewriter 
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ART 


AND CREDENTIALS 





NOW FOR THAT FINAL SPRINT 


out after the rest of the awards. before 


Get going. students 


school closes. 


FLORENCE ELAINE ULRICH 








Order of Gregg Artists 


Cerituate of Buprrior Murr 


conard Cumming 
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Asrving passed the p ww te8 whah dix loses 
Curphons Arntry on the writing f Greeg 
uf and Arring revemed the indoriement 
mmatter of Cxsmunen, w awarded thy 
ate at eros of Supener Mow 
hm ae a 
ee 
7 
« hh wah 
~— 
r- 
= 
) 
HAVE YOU WON YOURS? 
This certificate is the highest shorthand 
penmanship award attainable 
) 
~ ) 
it 
1 
—_ 
y day I 
’ N 
() 
} S 
lenar i 
} J VN TOR \ \ ) 
e 
abre rESTS | 


And. teachers. here are the rules for the race! 
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| QO. G. A. Membership Test 
aaa” is for April 





( t cat U «¢ its 
w () \ | test COM | > ’ 
Playing the Game 
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[HE COMPETENT TYPIST TES1 _ < 
The Competent Typist test s ¢ . 
y . € -_ >t 
il ( a t l te it £ ™ 
‘ z : 
= tot dl o the th h) } c ? HL. Cc fe .— 
1 I i = ; . 
: <f se og on oon { 2 3 4 
ve ¢ : St ts 1 t : 
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i ess ‘ ) t ) < 
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, . 
‘ t the est and be sub- > < 7 5 
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re stops et at 10 and 75, | , 
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iny easonabie | t ine Ss accept 
Tests ) ld he ( 1 i | all I > * 
' A 
licated lt t net speed is wt | = ¢ , = 
t 0 ls minut t uper 1s ? 
i i ard ta > A. 
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cat eT I i aiy t ( 
ten (minutes to determine t M 
O ‘ 
it 4 ? ws 
By using the C. T. Awards as an induce- 
it , eraction . anti — f y = 
ent for practice each month, you w1 | , P f 7 C4 
t easy to obtain SU, OU, /U ind even &0 
. , 
ls in the time formerly required to ob nail 
S j a ‘ “a r ee 
’ 40 or 50 words ‘ 
Beautiful ( r. pins are available fo 
- - on - 
25 cents at 50, 60, 70, and 80 words; cer- — 
] | ] — ) 
tl ites are issued at tiv wer speeds— 
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Junior O. G. A. Test 


Letter for You 
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N\ 
Certificate of Teaching Accomplishment 
> 
ee 2a “c 
| MRariorn CO Raxrwell 
‘ Sregg Writer Testing Program 
Hs] GREGG 
\ I | R ( ~ 
( A | E () C sal, 
\ | { i \ ( 7 ( P 
COMPLISH - pared N, meld 
MENT t 
a - Wholl be first to hang this 


new award in his classroom! 
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April Test Material 


[All clubs of test papers should be accompanied by a typew ritten list of names to expedite 
hecking and insure accuracy tn making out certificate 1 pril copy is good as member- 
hip tests for O. A. T., C. T., and O. G. A. until ‘veselee of the May, 1947, issue.) 





Senior ©. A. T. Test 





INST RE CTIONS;: Type the NOTICE OF ANNUAL MEETING OF STOCKHOLDERS given (page 
us the Junior O. A. 7 Test. Then, on a separate sheet, type the following rough drait tabuia 
spe all titles im tull—do not abbreviate any of them 
Minimum Ofhce Standard Satistactors work on first writing in 40 minutes 
» OLA AR: 
) (information as to Officers, Directors and Nominees A (Year 1946); 
ae 
JName--Principal 
Year Shares Remuneration Position 
| Occupation or Employment Elected Held for 1946 ay 
Edwa rd My Brown, Vice=-Pr- 1945 None $ 900.00 Director 
esident, F. H. Iron Ex- 
port Company 1944 None 850.00 * 
Elgin,S. Bower, Chairman, f if f eee 
Pacgfic & Orient S§Line pe a ii * p) 
Exec- 
Harry F. Fisher, Exeoutive /,1944 None VP 
V-Pres; Summ \V-P, The 
Able Delivery Co. Director 
50-/0 ( President 
John M. Hillery,gJr., Press 1000 is 


2 Pres, The Abl COsg ; 
Cota ein Mil 


wet Clifton S. Atkins, Partner, 1943 Jj None Isoe®? 
WR. Press & Company, 19 00.00 
S$ 1$00 
__t Chester Wekton, Partner, Hall- 1945 ’,3006 800.00 Director 
om? | heimer & Co. 
Abraham R. Boyoe, Pa-tner, 1927 2500 1,050.00 Director 
Parker, White & BRewn 
Sar KenT 
i Berry Strange, partner, 1944 18 150.00 Dirsotof 
Strange & Hillbrow 
, 1%, 09 °@wO 
MVarsten J. Halters, Presi 1928 6-60s503 


and Tyeas, MarlowRock Corp. Director 
r An P 


00-0? Mrneclor 





: dob 0 Keene. [ae 
rd ‘oe = ” Oe, 
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April Competent Typist ‘Test 


Use double spacing in typing this test 


7 find the grass number “ te divide er $ mumber ’ é y 2 
words for each error to get net words written. Divide this by 10 to determine the net words 
The number of strokes is indicated at the end of each line in order 1 i f 


i 


Two hundred and thirty years ago a curious adver- 
tisement appeared in southern France. It announced 
that one Andre Treviot, so far as is known the first 
professional swimming instructor, would give swim- 
ming lessons for fifty centimes apiece, or in exchange 
for a pint of snails. More often than not his fee was 
paid in snails — which suited him perfectly, for he liked 
to eat snails. In fact, he esteemed snails so highly that 
he wrote several learned treatises on their proper enjoy- 
ment. He maintained the lean and muscular snail was 
much tastier—that no snail was worth dining upon un- 
and he 





less it could pull three times its own weight 
devised a sort of snail proving ground on which he 
used to test out the pulling power of individual snails 
by hitching them to large stones, subsequently rejecting 
those whose biceps were subnormal. 

It is interesting to know that among the people of 
that time, all Treviot’s ideas about snails passed un- 
noticed. But not his curious, insolent, unheard-of pre- 
sumption in giving lessons on how to swim. Why teach 
anyone to swim? All you need do is throw a person in 
the ocean, and he will discover how to swim. That had 
been a universal philosophy for centuries, but gradually 
it began to change. Society commenced to realize that 
to coax a young lad to the end of a pier, trip him up, 
and push him into the Atlantic was not always the best 
plan. Because more often than not, he not only failed 
to learn how to swim, but acquired a permanent fear 
of the water. Sometimes he drowned. 








rer, April, 19 
per minute. 
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Strokes 
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Strokes 

Until recently the world’s attitude toward the young __15s5 

man starting out in life has been somewhat the same as 1640 

it used to be about swimming lessons. Just push him 1693 
off the dock of college life into the whirlpool of busi- _1748 
ness, and somehow he will take care of himself. But __18v! 
again, results have not always been satisfactory. There 1858 


have been many casualties, too many perhaps for the 1910 
good of the nation. A few exceptional young men who 1%: 
| were gifted with exceptional aptitudes quickly found Ie 
the felds where their abilities would flourish to the 
fullest extent. But for every one who made a speedy 2124 
success, there were a dozen others who groped around 217 
for years, floundering about, trying hard to locate the = 22: 
field where they could work successfully and with 22s 
enjoyment. and earn enough to support themselves 23322 
decently and raise families. 2362 


In the last decade, the world has begun to think about = 241 
ways of helping the young man select the field where = 2470 
| he will be successful and avoid the field where he will 2526 

be a failure. For today we realize that the strength and _—_25s4 


power of any nation depends upon its ability to make 26: 
the most of the individual abilities of all its citizens. The = 270! 
man or woman in a misfit job is as marked an economic 275; 
waste as the eight-cylinder engine that fires on only = 2809 
| three cylinders. Obviously a nation, half of whose citi- 280s 
zens are working at only fifty per cent efficiency, runs = 29 
the risk of being outdistanced by the nation, perhaps 297" 
smaller in size, which succeeds in utilizing a greater 





proportion of the potentialities of its people. 308 
| Whether your car, twenty years from now, will be a ; 
| third-hand Ford or a new Rolls-Royce depends toanot 3185 


inconsiderable extent on how wisely you now appraise 
your own abilities and choose the field where they can 3293 
be best utilized. — Extract from Preface of “Choosing a 3310 


Career.” by George Bijur. 
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112 Standard Words) 
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INSTRUCTIONS: Type this NOTICE OF 
n fetter lorm st 

To the Stockholders of 

UNITED STOCK CORPORATION: 


Notice is hereby given that the Annual 
Meeting of Stockholders of UNITED 
STOCK CORPORATION will be held 
at the Office of the Corporation, No. 16 
State Street, Chicago, Illinois, on Thurs- 
day, May 29, 1947, at 11:30 o’clock A.M.., 
for the purposes of (a) electing a Board 
of Directors, (b) ratifying or rejecting 
the selection, by a majority of those 
members of the Board of Directors of 
the Corporation who were not officers or 
employees of the Corporation, of Messrs 
Brown, Dennis, and Paul as the firm of 
independent public accountants to audit 
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the accounts and to report on the finan- 
cial statements of the Corporation for or 
during the year 1947, and, if such selec- 
tion be rejected, appointing another firm 
of independent public accountants for 
such purpose, and (c) transacting such 
other business as may properly come 
before the meeting. 

Only stockholders of record as shown 
by the transfer books of the Corpora- 
tion at the close of business on January 
31, 1947, are entitled to notice of, and to 
vote at, such meeting 
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Only a mind free from the routine burden of writing can 
meet them, as they arise, with poise and with comprehension 


CHARLES LEE SWEM 
Official Shorthand Reporter, New York Supreme Court 
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Excerpts from an article by EDITH M. BARBER in “The New York Sun” 
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